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Offsite Activities Policy
This policy has regard to

Health and Safety: advice on legal duties and powers, Feb 2014 (DFE-00035-2014)

Outdoor Education Advisers’ Panel National Guidance website (www.oeapng.info)

Introduction

Off-site activities through adventure, cultural experience, fieldwork and educational visits - even a trip to the park, provide memorable and challenging opportunities for children.  We are keen that all children should develop self-confidence, independence and responsibility, and these activities provide excellent opportunities for this.  For the younger children  - under 6 – our priority is to bring the world to the child.  For the older children, off-site activities represent a crucial part of the child’s developmental experience, allowing children to use their first hand experience of the real world to construct their understanding of the universe.  

The following points of policy have been devised to safeguard children during a school outing.

1. Staff must read, understand and follow the guidance contained within the OEAP National Guidance website (www.oeapng.info)
2. An “Offsite Activity Proposal Form” (Appendix A) must be completed for approval by the Head of School before the activity can go ahead.

Below are the key points that must be considered, but they should not be seen as an alternative to full consideration of the OEAP guidance referred to above:

· Staff must undertake a risk assessment prior to an outing (see Appendix B).
· Parents must sign a consent form in order for their child to attend a school outing. There are two kinds of consent forms:
· Blanket consent form for routine outings.

· Trip-specific consent forms for non-routine outings (see Appendix C)
· The adult to child ratio needed should be considered carefully.
· When a number of children and staff are travelling from the school environment, staff members will position themselves 1 at the front and 1 at the rear of the line of movement, and children will always walk in pairs. Should either member of staff be required to leave their position the entire ‘snake’ will come to a halt and only proceed once positions are resumed.
Crossing Roads

· The line first comes to a halt.  The adult at the rear of the line walks up the line              and supervises the crossing of the road.  The lead adult takes the children across the road and stops when all children are across to enable the last adult to join the rear of the line once more.
 Transport

· When transportation on outings takes place in vehicles, all children must wear seat belts that have been appropriately adjusted.  
· Children must not be carrying anything in their hands that would cause difficulty in balancing themselves whilst getting on and off vehicles.
Public Transport

· Tickets should be purchased in advance.   Each adult is designated a number of (named) children.  All children should be seated.  One adult will stand or sit at either end of the line of children.  Other adults will be interspersed throughout the line.  One adult should stand at the door of the bus/train/tube whilst another adult leads the way onto the vehicle.  This adult is to offer a hand to children that require it when getting onto or off the vehicle.  When all children are on or off the vehicle, the adult at the door steps onto or off the vehicle. 

· The lead staff member will always ensure that he or she is contactable by mobile phone, when taking children out of school on outings, and that a small emergency first aid kit is also carried, including any particular medications required by specific children (Epipen, etc).

· All adults must have designated roles before setting off on a journey.

Overnight visits
· Overnight visits are exceptional and are treated as a specific case of a non-routine outing. When 3 or fewer children are involved in the visit a single staff member will accompany them. The children will each carry a mobile phone with them, supplied by the school, 1) pre-programmed with the telephone numbers of the three directors and the parents of the child, 2) the phone will be fully charged before departure and a charger carried by each child, and 3) the phone will be topped up with £50 before departure. The staff member will text the three directors with their location and activity every hour, and will check in with a named director over the telephone at least every three hours.
Further information and guidance can be obtained from

Paula Greening
Outdoor Education Advisor

Hangleton Youth Centre

34 Northease Drive

Hove BN3 9PP

01273 293 642

Paula.greening@brighton-hove.gov.uk
Or

Simon Lackner

Senior Health & Safety Adviser

3rd Floor Kings House

Grand Avenue

Hove BN3 2LS

01273 290 534

simon.lackner@brighton-hove.gov.uk
Appendix A
[image: image2.jpg]the . .
Morifessori
Place

from birth, for life.




                     






REPORTING FORM FOR RISK ASSESSMENT

	Assessor Name: 
	Assessor position: 
	Date:       

	Area assessed

(Circle)
	Garden
	Family room
	Infant Community
	Children’s House
	Elementary

	
	2nd Floor
	Kitchen
	Security
	Off-site trip
	Other:


	
	Activity/Process
	Hazard
	Who might be harmed? How?
	Existing control measure
	Risk
(severity x likelihood)
Low/Med/High
	Action

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	..
	
	
	
	
	
	


	Copy given to Head of School?  Y / N


	If any medium or high risk IMMEDIATELY contact the most senior staff member on site
	Reviewed by Board on

           /          /
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